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Claims Entry 
 
When a proof of claim is filed in CM/ECF, the claim will be attached to 
the creditor record of the claimant.  One must first locate the creditor 
by searching the creditor database and then enter the corresponding 
claim. 
 
Most often the creditor filing the claim already resides in the creditor 
database.  If the creditor cannot be located on the case, they should 
first be added and then the claim added to the new creditor record. 
 
1. Click on Bankruptcy on the CM/ECF Main Menu bar. 

 
2. Click on File Claims. 
 
 
 
 
 
 
 
 
 
 
 
 
3. The Creditor Search screen displays.  

 
 
 
 
 
 

 
4. Enter the case number.  Example: 03-11112 
 
5. Click on Next for a list of all creditors in this case. 
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? NOTE:  Do not change the default of Creditor in the Type of 
Creditor box.  When a matrix is uploaded into the system, the 
Creditor Type field defaults to Creditor.  The Creditor Type must 
match the creditor information.  If creditors are stored on the 
database as a different Creditor Type you will have to search by 
that Type.  A creditor with a Creditor Type of Admin will not be 
found unless the Creditor Type field is changed to Admin. 

 
6. The Creditor Selection screen displays the creditor(s). 

 
7. Click on the drop-down arrow to display all of the creditors. 

Select the desired creditor by clicking on it with your mouse if 
using the drop-down select window.   

 
8. Verify the address of the creditor.  If the address on the claim is 

different than the computer, click on Add Creditor (see 
instructions below) and add the creditor with the correct 
address into the system.  The creditor’s address listed on the 
claim supercedes what is in the computer per Bankruptcy Rule 
2002(g)(1)(A). 

 
9. If the creditor is not listed: 

o Click on Add Creditor button. 
o Click on the Next button. 
o Enter the creditor’s name, address, city, state and zip. 
o If this is the only claim to enter in this case click on the 

Last Entry button. 
o Click on the Next button. 
o Click on the Submit button. 
o If the creditor is listed or after entering a creditor: 
o Click on the File a Proof Of Claim link. 
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o Start back at #3. 
 
10. The Proof of Claim Information screen displays fields for each 

claim. 
 
 
 
 
 
 
 
 
 
 
 
 

? The Filed By field offers the options of attorney, creditor, 
debtor, or trustee. 

 
? The optional Status field displays the Claim status of Allow 

Amend, Expunge, Reclassify, Reduce, Withdraw.  
 

? There is an Amount Claimed section to record appropriate 
amounts.   

 
? NOTE: Do not enter the “$” or commas in the dollar amount 

fields.  Values default to whole dollars.  Decimals are accepted 
but not required. 

 
? The Total Amount Claimed and the Total Amount Allowed 

fields total the values of Unsecured, Secured, Priority and 
Unknown.  An aggregate total of all claims is included at the 
end of the Claims Register. (These fields are Display Only.  
Users may not manually enter an amount in these fields.) 

 
? The Description and Remarks fields will appear on the Claims 

Register.  Both fields are 255 characters long. 
 
11. Click on the Next button to continue. 
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Selecting the PDF document: 
 
12. Select the PDF document by clicking on the Browse button. 

 
13.  Browse to the appropriate drive and folder. 
 
14. Locate the appropriate document and right click. 

 
15. Left click on Open. 
 
16. View the document to ensure this is the proper pleading. 
 
17. Click on the File Close button in the upper right-hand corner of 

Adobe Acrobat. 
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18. Left click on the Open button in the Browse dialog box. 
 If needed, minimize Adobe Acrobat to see the Browse dialog. 

 
19. PDF attachments to claims (contracts, invoices, or other 

supporting documents) can be linked to this claim.  To attach 
supporting documents, click the YES radio button to the right of 
the Attachments to Document prompt to attach the PDF 
document. 

 
20. Click on the Next button.  You will have no further opportunity to 

modify this submission if you continue.  If there are no 
modifications to be made to the docket text, click on the Next 
button.  If you need to modify the docket text, click on the Back 
button to the appropriate screen and make corrections.  
Remember, once you change a screen, you must complete all 
screens after that point again. 
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Notice of Electronic Filing: 
 
21. The Notice of Electronic Filing will appear.  
 


